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Executive Board of CYO,


This document is intended to outline policy regarding financial oversight and practices in the 
Catholic Youth Organization of Johnson & Wyandotte Counties. To my knowledge, the 
adoption of such an outline is the first of its kind in our CYO. Though the organization’s bylaws 
have long noted general roles and requirements of the Executive Board, Director, and Treasurer, 
the specific procedures and day-to-day fiscal duties of the organization remained 
undocumented. I agree with our Executive Board that it is important we formalize these policies 
and outline a standard for procedures and oversight.


In the pages that follow, you will find the following:


• Implementation Timeline for Policy (Including New Guidelines)


• Overview of CYO Accounts and Fiscal Authority


• Duties of the Executive Board, Executive Director, and Staff


• Budgeting Process Outline


• Accounting Procedures 


• Accounts Receivable Processes


• Accounts Payable Processes


• Reporting Requirements and Procedures


In addition, I have outlined the expected outcomes of this new plan at the end of this 
document. It is my intent in crafting this overview that we will establish consistent principles 
that will assure financial health and security for CYO in the years to come. These principles will 
create a standard that allows for consistent reporting, monitoring and planning that will aid in 
the ability of leadership to make the best possible decisions for CYO. I am excited about the 
implementation of the plan in the pages that follow and look forward to the bright future of our 
organization.


In Christ,


Peter J Piscitello


Executive Director, CYO 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Implementation Timeline 

Step 1: Proposal Presented to CYO Executive Board for Review (April 2015)


Step 2: Proposal Adopted by CYO Executive Board (May 11, 2015)


Step 3: Training of CYO Staff Involved in Fiscal Operations (June 2015)


Step 4: Backup and Archive of CYO Accounting Records and Quickbooks Software (June 30, 
2015)


Step 5: Full Implementation of Fiscal Oversight Plan including Reset of CYO Accounting 
Records and Quickbooks Software (July 1, 2015)
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CYO Fiscal Accounts 

The CYO of Johnson & Wyandotte Counties maintains three separate accounts through BMO 
Harris Bank:


• Standard Checking Account (Titled OPERATING)


• Savings Account (Titled SAVINGS)


• Visa Credit Card for Expenses Assigned to Executive Director


In addition, the organization utilizes online merchant services to obtain online payment of 
registration and sports fees. All revenue generated from these accounts is batched according 
to merchant policies and transferred electronically to the checking/operating account listed 
above. Any merchant fees (including credit card processing fees) are deducted from revenue 
prior to transfer to CYO checking account. The merchant provider may change at the 
discretion of CYO based upon prevailing rates and fees in the best interests of the 
organization.


Financial Authority in CYO 

The CYO Executive Director has immediate responsibility and oversight of all finances under 
the direction of the Executive Board and the Executive Board Finance Committee. Per bylaws, 
the Executive Board Finance Committee is made up of three members of the CYO Executive 
Board. Upon approval of the budget for a fiscal year, the Executive Board consequently 
authorizes any expense that falls within the purview of that budget. In addition, the Executive 
Board authorizes the Executive Director to make minor and insignificant changes to the budget 
to fund expenditures of up to $1,000 without additional approval. Any unplanned expenditure 
or transaction exceeding $1,000 must be approved by the Executive Board or the Executive 
Board Finance Committee as the financial arm of the Executive Board. 


The Treasurer position shall be an employee of the CYO hired by and under the direction of the 
Executive Director. This position shall be primarily responsible for the accounting and reporting 
of all CYO finances. The treasurer shall be competent in standard accounting procedures and 
available at least twice monthly to provide services as outlined in this plan. The Treasurer is 
primarily responsible for maintenance of accounting software used by CYO and has the same 
access to accounts, transactions and fiscal records as the Executive Director and Executive 
Board.


Signature authority on CYO accounts is limited to the Executive Director, Treasurer, and the 
current Chairperson of the Executive Board. Therefore, authorized expenditures through check, 
credit or electronic means is limited to these individuals. Access to bank accounts for 
withdrawal or deposit is also limited to these three individuals. Checks paid by CYO will require 
two signatures for deposit, which will generally be those of the Executive Director and 
Treasurer. The principle responsibility of the Executive Board Chairperson in this regard shall be 
signing of any check distributed to the Executive Director or Treasurer as the second signing 
authority. 


�4



CYO Staff Involved in Handling of Day-to-Day Financial Duties 

The Executive Director shall be assisted in day-to-day financial tasks by the Treasurer and 
Administrative Assistant. The Treasurer and Administrative Assistant shall complete any task 
assigned by the Executive Director, but will have duties primarily related to the following fiscal 
areas:


The Treasurer is primarily responsible for the areas listed in the Financial Authority in CYO 
section and the Accounting Procedures section of this document. This position will be chiefly 
responsible for reconciling revenues and expenses while providing overview and reporting on 
the day-to-day finances of the organization.


The Administrative Assistant will assist in daily office duties including those listed in the 
Accounts Payable and Accounts Receivable sections of this document. This position will be 
responsible for cutting checks to CYO vendors and maintaining records of accompanying 
paperwork and check stubs either electronically or otherwise. The position shall also receive all 
checks that come into the office and be responsible for reconciling the number of participants 
in a CYO program with the amount paid by each parish.


Executive Board Duties 

The Executive Board maintains oversight of all financial transactions. The Executive Board will 
approve each spring the organization’s budget for the upcoming fiscal year and review reports 
and audits related to the organizations finances. In accordance with appropriate accounting 
procedures, the Executive Board will vote on all appropriate business regarding financial 
transactions and keep a proper record of discussions and financial business in the Minutes of 
each Executive Board meeting. This includes funds transferred or spent from the organization’s 
Savings account, which requires Executive Board designation to use funds. 


As the appointed fiscal arm of the Executive Board, the Executive Board’s Finance Committee 
shall be specifically involved in the monitoring of finances. This committee shall receive the 
following statements for review at the end of each month: Detailed Monthly Payroll, a Profit/
Loss Budget vs. Actual, Reconciliation Detail, and Accounts Receivable Aging Summary. Other 
reports may be generated as requested. In addition, a Balance Sheet Standard and Statement 
of Cash Flows shall be reviewed quarterly by the full Executive Board. The committee also 
serves the practical purpose of making minor financial decisions throughout the year that need 
not go to the full Executive Board for vote.


�5



Budgeting Process Overview 

The organization’s Fiscal Year (FY) shall run July 1st through June 30th each year. In April of 
each year, the Executive Director will present a proposed operating budget for the upcoming 
FY to the Executive Board Finance Committee. That committee will meet or communicate 
electronically to discuss and modify the budget in order to prepare it for the May meeting of the 
full CYO Executive Board. The proposal brought to the full Executive Board will include 
budgeted categories for all revenue and expense accounts to be used in the upcoming FY, with 
budgeted amounts accurate to the best knowledge of the Executive Director and Finance 
Committee. 


The FY Operating Budget will be approved at the May meeting of the Executive Board each 
year. Once approved, the budget will guide all financial decisions made by the organization for 
the upcoming year. By approving, the Executive Board authorizes all ordinary transactions 
included within the budget, including ordinary program expenses and operations. All new 
expenditures not approved within the budget will be discussed according to standard 
procedure either electronically with the Executive Board Finance Committee or at a meeting of 
the Executive Board.


Regular Accounting Procedures 

The CYO Treasurer is the primary accounting officer in the organization. This position is 
expected to be in the CYO Office for at least 4 hours each month according to job description. 
This should include working on or as close as possible to both the 15th and 30th of each 
month, in conjunction with the schedule of accounts payable. The treasurer is primarily 
responsible for the following duties related to accounting:


• Complete and accurate reconciling of revenues and expenses within CYO Accounting 
Software (Quickbooks) once account statements are available. Will usually occur in the 
middle of each month. In reconciling, it is expected that all revenues and expenses be 
separated into the appropriate accounts to which they belong. Trial balances should be 
consistent with those reflected in the organization’s bank statements.


• Provide second signature on all CYO checks not including any checks cut to him/her.


• Monitor balance of CYO Checking (OPERATIONS) and Savings (SAVINGS) accounts.


• Monitor Employee Payroll via Accounting Software (Quickbooks Online Payroll) including 
all checks direct deposited. Direct deposits will be approved each period by the 
Executive Director and records will be monitored by Treasurer.


• Assist with annual audit of the organization. This includes complying with all requests 
made by the organization’s auditor, answering questions related to accounting 
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procedures used in CYO, and working with Executive Director and Administrative 
Assistant to provide records when requested.


• Provide reports to the Executive Director and Executive Board according to the reporting 
schedule provided within this document. All revenue and expense reporting should be 
accounted for such that reporting of these areas is parallel. 


In addition, it is noted that nearly all accounting should avoid journal entries whenever 
possible. Nearly all of the organization’s transactions can be accounted for as specific 
electronic deposits, checks, cash or credit expenditures designated to a specific account, 
negating the need for a journal entry to replace a specific transaction. This practice will assure 
that accounts and records are reflected as accurately as possible and that appropriate 
reporting of balances is maintained throughout the year.


Accounts Receivable Processes


All revenues received by CYO will be recorded accurately and efficiently within accounting 
software and appropriate records kept electronically or on-file as necessary. The following are 
the primary methods of receiving revenue within CYO:


• Electronic Transfer of Funds to CYO Checking (OPERATING) Account. This includes all 
general registration and individual sports/program fees collected online.


• Checks. This includes checks from individuals, parishes or other entities that are mailed 
or delivered to CYO Office for payment of fees, sponsorships or donations.


• Cash. This includes gate fees for CYO High School programs and Track and Field Meets 
where cash is accepted for admission to facility. 


Whenever possible, CYO works to limit cash transactions and utilize electronic transfer of 
funds or checks in order to provide better security and accounting of revenue generated. When 
cash is accepted from the programs noted above, CYO shall maintain a record of the cash 
(change fund) distributed to each event via the program/event supervisor. Once the event is 
completed, the cash should be counted by the supervisor on-site and secured until the 
following business day. It will then be brought to the CYO Office by the supervisor and 
accepted by either the Executive Director or Administrative Assistant. If only one employee is 
present, this cash is immediately placed in the office safe under the witness of both the 
supervisor and the employee accepting the cash. The Executive Director shall then count all 
cash with the Administrative Assistant (or Treasurer) present and provide a valid accounting of 
cash received. Cash should be deposited into the CYO checking account as quickly as 
possible after the conclusion of the event, usually the following business day. Any change fund 
needed for events will be kept in the safe until distributed to the supervisor(s) ahead of the next 
program/event.
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For all cash or checks received, the Administrative Assistant will provide an itemized 
accounting of each item and the account to which the money will be deposited. This record 
should be kept electronically and a copy attached to the corresponding deposit slip if 
necessary. This will allow Treasurer to itemize and split deposits into correct accounts when 
reconciling deposits in the organization’s accounting software. For all revenue/deposits 
received electronically, the organization shall use the online merchant and/or software used 
online for the transaction to maintain accurate, itemized reports of each deposit.


The Executive Director will deposit all checks/cash into the CYO Checking Account in an 
appropriate and efficient amount of time following the preparation of the deposit.


For all revenues not obtained via credit or an electronic transfer of funds (i.e. cash or check) 
CYO will maintain updated and accurate invoices for money owed. In most cases, this will be 
restricted to individual sports fees to be paid by parishes via check once the number of 
participants is confirmed in a given program. In this case, the Administrative Assistant will 
reconcile the number of participants in each program as quickly as possible following the last 
day participants may be added to sports. The Administrative Assistant will work with parish 
Athletic Directors to assure the accuracy of participant totals and information for each parish 
and team. Once this is agreed, the Administrative Assistant will determine total amount due by 
each parish, reconcile against funds already received by CYO Office, and furnish an invoice to 
be reviewed by the Executive Director. A copy of this invoice will then be emailed to both the 
Athletic Director and the parish Business Manager. Accounts receivable will be monitored by 
the Treasurer each month, with updated reports provided to Executive Director as noted in the 
Reports section of this document. 


If accounts receivable are not paid by a parish, that parish will be considered unable to 
participate in CYO programs until balance is paid.


Accounts Payable Processes 

CYO incurs a number of expenses on a frequent basis in order to operate the organization’s 
programs. The most common items are listed below with the method by which they are 
normally paid:


• Employee Pay - Paid via direct deposit (DD) using Quickbooks Online Payroll. Employees 
are paid twice each month on the 15th and last day of the month. 


• Officials Pay - This constitutes the largest expenditure in CYO and covers the cost of 
officials for all CYO contests. This is paid by check on the 15th and last day of each month.


• Supervisors, Security and Other Staff - Paid by check on the 15th and last day of each 
month.


• Program Expenses - Includes supplies and marketing related to our CYO programs. Most 
often purchased online and in-store using Credit Card assigned to CYO Executive Director. 
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• Travel Expenses - Paid using Credit Card assigned to CYO Executive Director when 
Executive Director is traveling. Expenses for all other employees are paid by check after 
submission of approved receipts.


• Facility Expenses - Includes office, storage and event facility rental. Paid by check upon 
receipt of invoice, though some payments have been moved to monthly automatic 
withdrawal from CYO Credit Card.


The Executive Director, Director of Marketing and Technology, Administrative Assistant and 
Treasurer are all considered full-time or part-time employees of CYO and are paid via direct 
deposit (DD) in the time-frame listed above. The organization uses software that allows the 
appropriate salary/hourly pay, deductions and taxes to be automatically calculated each pay 
period. All hourly employees will submit a time sheet to the Executive Director following the 
final business day of each pay period (usually the 8th and 24th of each month). All DD will be 
reviewed and approved in the accounting software by the Executive Director and paid 
according to schedule. The Treasurer will maintain oversight of process by reviewing payroll 
summaries each period. Reports may be requested at any time by the Executive Board.


In addition, CYO payroll policies and procedures will comply with all policies of the 
Archdiocese of Kansas City in Kansas, including requirements for reporting and paying benefits 
each month. The Administrative Assistant will be responsible for completing monthly form and 
cutting check based on invoice of health, dental and vision benefits (see check cutting 
procedures below). The Executive Director will be responsible for completing online forms 
regarding 401k and Frozen Pension benefits and making those payments electronically. The 
Archdiocese uses Who’s Where online software for this process.


For all other vendors requesting pay, including officials, supervisors and other CYO event 
workers, each individual must submit the required “Pay Form” by the pay dates each month in 
order to be paid. In addition, first time employees must provide the CYO Office with their 
address, phone, email and Social Security number prior to receiving their first paycheck. These 
are necessary for tax records and payment. Officials pay for volleyball and basketball may be 
itemized and submitted by the Officials Assignor for CYO. Unless specifically noted by CYO 
Office, all other vendors must submit appropriate pay form or invoice in order to receive 
payment.


Upon receipt of invoices, Administrative Assistant will collect and file appropriately until the 
date of pay. At that time, the Administrative Assistant will be responsible for creating all checks 
within the organization’s accounting software. Checks will be printed in the CYO Office and 
approved by the Executive Director and Treasurer via signature. All checks must have two 
signatures in order to be valid. In the event a check is issued to the Executive Director or 
Treasurer, the Chairperson of the Executive Board will be required as the second signature 
instead of that individual.


CYO shall keep all receipts for expenses incurred using CYO Credit Card. Upon receipt of the 
monthly statement for the CYO Credit Card, the Director shall provide detail next to each line 
item of the account each expense should be assigned to. The Administrative Assistant will then 
create a check for the balance of the account/statement and itemize by account within check. 
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Check will be approved per normal procedure and submitted for payment by the due date 
listed on the statement. A copy of the statement, check stub and relevant receipts will be kept 
on-file.


Reporting 

In addition to accounting procedures and processes listed above, the Treasurer and Executive 
Director will be responsible for creating regular reports that allow for continuous monitoring of 
CYO account balances and relevant financial activity. This is considered critical to the ability to 
make decisions at the Executive Director and Executive Board level, as well as providing 
appropriate record keeping of CYO finances. The following reports will be provided by the 
Treasurer to the Executive Director as detailed below:


• Monthly - Detailed Payroll Summary (Twice Monthly); Profit Loss Budget vs. Actual; 
Reconciliation Report; Accounts Receivable Aging Summary


• Quarterly - Balance Sheet Standard; Statement of Cash Flows; Profit Loss Budget vs. 
Actual


The Executive Director will provide the Executive Board with a financial update at each meeting 
of the Executive Board. This update will include the quarterly reports listed above as well as 
any additional information that is relevant to the overall fiscal operations of CYO. The Treasurer 
will be available to attend the Executive Board meetings as requested. The Executive Director, 
with the assistance of the Treasurer, will provide the Executive Board’s Finance Committee with 
the monthly reports listed above at the end of each month.


In addition, the Treasurer and Administrative Assistant will assist the Executive Director in 
preparing the CYO Annual Report, to be provided to the Executive Board and the Members of 
the organization each May, per bylaws. The annual report will include a summary of fiscal 
activity during the previous year as well as all relevant financial data in order to present a status 
on the fiscal health of CYO.


Annual Audit 

Each year CYO will conduct an audit of financial operations to be completed by an outside 
accounting firm. The audit should be arranged in an appropriate amount of time following the 
end of the fiscal year and completed by the fall meeting of the Executive Board if possible. An 
audit report will be furnished to the Executive Board following the completion of the audit.
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Outcomes 

It is agreed upon by the CYO Executive Board and the Executive Director that the procedures 
and policies included in this document present an effective path for assuring the continued 
fiscal health of CYO. This plan will assure the following outcomes:


• The continued transparent accounting of all CYO fiscal activity using generally accepted 
accounting standards.


• A formal outline of responsibilities and procedures that assures all current and future 
CYO staff and board members are consistent in recording, reporting and assessing 
financial data.


• Creation of formal requirements and expectations for approving, completing and 
recording expenditures in CYO that did not previously exist.


• More complete and accurate accounting of deposits and general revenues.


• Assure secure procedures with revenues and expenses, include checks & balances 
across CYO staff and Executive Board. Spread responsibilities in such a way that 
assures appropriate oversight in all areas.


• Accessible and accurate records that allow for efficient reporting to Executive Board and 
Members, as well as efficient completion of each year’s annual audit. 


By achieving these outcomes, CYO will maintain its tremendous record of fiscal responsibility 
and improve upon fiscal oversight by formalizing existing procedures and through necessary 
additions to our processes. This plan assures that leadership will always have the tools 
necessary to make important and strategic decisions throughout the fiscal year. In an 
environment that is constantly changing and providing new challenges and opportunities, this 
plan provides a prudent and morally sound strategy for handling financial matters in CYO. 


This plan meets all criteria set forth in the CYO Bylaws and Articles of Incorporation set forth by 
the Executive Board and Archdiocese of Kansas City in Kansas. With adoption by the CYO 
Executive Board, this document is sets a standard for financial management in CYO, though 
the processes and responsibilities outlined are not legally binding unless superseded by law. 
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